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RECORDS RETENTION AND DISPOSAL SCHEDULE

SCHEDULE

N°- 1394

PACE
NO. 1 Of 1

DHMH ̂  Medical Care Compliance Administration Div. of Utilization & Eligibility Review

Item
No. Description Retention

2.

3.

4.

This Makes Obsolete Schedule #1154 dated 1-6-88

Fraud Analysis Case Records

This series contains records pertaining to
investigations in the Medical Assistance and Pharmacy
Assistance Programs which address fraud and/or misuse
Each individual file contains documentation of the
adjudication of the allegations or complaints
concerning potential fraud or misuse.

Managed Care Records

This series contains records of determination of
misutilization of Medical and Pharmacy Assistance
benefits by program recipients and of decisions made
regarding enrolling recipients in the Corrective
Managed Care Program. This series also contains
records of voluntary enrollments in the Diabetes Care
and Hospice Care Programs.

Systems Performance Review Records

This series contains Corrective Managed Care Records
targeted for federal review. These records contain
misutilization determination of Medical and Pharmacy
Assistance benefits by program recipients and of
decisions made regarding enrolling recipients in a
managed care program. .

General Files
These files contain various categories of data:

k. The general file contains various categories of data
requiredfor information purposes, preparation of
statistics and budget formulation. It also includes
general correspondence, reports, budgets, etc.

B. This series also contains records on program develop
ment and policy formulation and records regarding
the Quality Assurance Program, HIV Case Management,
Child Abuse Liaison, Surveillance and Utilization
Review Subsystem, Drug Utilization/Diversion Review
and any other program specific file which may be
created but not classifiahTp mifW #1-3.

Retain in office for one
(1) year after closure
and until all audit
requirements have been
fulfilled, then send to
the State Records Center
for four (4) years, then
destroy.

Retain in office for one
(1) year after closure
and until all audit
requirements have been
fulfilled, then send to
the State Records Center
for four (4) years, then
destroy.

Retain in office for two
(2) years and until all
audit requirements have
been fulfilled, then send
to the State Records Cente
for two (2) years, then
destroy.

A. Retain all material for
three (3) years, then
destroy.

B. Retain permanently all
records pertaining to
program development and
policy formulation.
Transfer periodically t
State archives.

Sch«dwU Author! lad
Hall ol fUcordi Commltilon

Appro»»d ky D*portm«nt,

Agency, or Dlvlilon R«pni»nlorl»•

Glenn W. Kendall T7



IMSThVCTICMS-'TYPg OH PHINT A
SEPARATE. FORM FOR CACH NEW OR
RCVtSeO KECOKO SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE

iie-i)

Dept. of Health & Mental Hygiene

DCPARTklENT Or 6CI4ERA1. SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX*X7I

JESSUP, MARYLAND 207*4

2. DIVISION
Division of Utilization and
Eligibility Review

AGENCY RECORDS INVENTORY

PACE or

J . UNIT
Fraud Analysis

DEFINIT:CN-RECORD SERIES-
A OnOUJ* Of ItSLATVD MKCOHDB NOIMAU.V PILKD AMD USKO AS A UNIT FOU

4 . RECORD SERIES TITUC
Fraud Analysis Case Records

V. EARLIEST YEAR/LATEST YEAR
1986 T O 1991

! • . RECCKD SERIES DESCRIPTION , •«•«"-» o«.em.« THK TYM. or iHromiATiON/DocuwxT./rom*. POUND
•111 THE SERIES. . INCLUOK THK FUIIPOBK ON FUNCTION OP THK SK

This series contains records pertaining to1 investigations in the Medical Assistance and
Pharmacy Assistance Programs which a^ddress fraud and/or misuse. Each individual file
contains documentation of the adjudication of the allegations or complains concerning
potential fraud or misuse.

7 . RECORD

H LETTER SIZE D

Q LXCAL SIZE U COfcUFUTEn TAPE

BOOK a FLOPPY DISK

Q AUDIO TAPE O VIDEO TAPS

Q OTHER[SPECIFY)

0 . RECORD SERieS SEQUENCE

O ALPHABCriCAL

3> tJUMtRICAL

• GEOGRAPHICAL

• OTHER(SPECIFY)

1. VOLUME

15
MUMaaft

* FILE DRAWER(S)
O MICROFILM REEL(S)
O COMPUTER TAPE(SJ

It. ANNUAL ACCUMULATION

S FILE DRAWER(S)

4 0 MICROFILM R£EL(S)
KCBVZir ° COMPUTER TAPE(8J

II. 13 UifD

DAILY MONTHLY

'* * FILE BECOMES INACTIVE AFTER

^YEAR(S)

1 3 . CUitRENT LOCATIUN(U) (BLOC. ,
• *

201 W. Preston Street, Room 227A

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

I IP VK'i •PKCIPY AOKMCT OM OFFICK)
O YES & U O

IS. ACCESS RESTRICTIONS Q YES H NO
(if VII, CITK LA«(|| *

l«. AUDIT REQUIREMENTS

- NONE ESTATE a FEDERAL O INDEPENDENT

17. IS AN INDEX SYSTEM USED? (IP YKH.KXPLAIM
• RIKFLV AKO OMCHIBH AMY

• YES Q NO
A card index file located in section and a
casetracking system on the NBI word—processo
are used.

I*. RECOMMENDED RETENTION
Retain in office for one (1) year after
closure and until all audit requirements have
been fulfilled, then send to State Records
Center for four (4) years, then destroy.

NAM AND TITLE OF pfl£J>MGJn
Patricia J. Mailhot
Administrative Officer 11

20. TELEPHONE

225-1695

DCS JSO-4 [RT.VISEU 2/«7) 7

2 1. DATE

1



INSThVCTICMS--TYPE OR PRINT A
SEPARATE FORM FOR EACH NEW OR
REVISED KECORD SERIES. FORWARD
WITH RECORDS RETENTION SCHEDULE
(DCS IIS-I ]

I

l|fe of Health & Mental Hygiene

DCPARTHENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7271 WATERLOO ROAD
P.O. BOX*27I

' JESSUP, MARYLAND 207*4

X. DIVISION
Division of Utilization and
Eligibility Review

AGENCY RECORDS INVENTORY

PACE . ^ Ojr 4

J. UNIT
MANAGED CARE

DCFINIT-CN-RECORD SER1ES-A °"OU' °" Iutl-A"D « « • » • HOBMALLV PIL*O AMD UB.D A. A UNIT POU
HKmcncNcr AH WKI_L AW WKTTCNTIPH_ AHg_.Biirgi iTicn^pmirnam :

4. RCCORD SERIES TITUC

Managed Care Records

u. EARL'IEST YEAR/LATEST YEAR

1988 -o 1991

• . RECC«O SEHIES DESCRIPTION f • " « " " - » " . « ! « THK TYPM O " IMPOITUATIOM/OOCU--HT./PO-M. POUND .
•lit THE SERIES. . INCLUBK THS PUHPQ8C OH FUNCTION OP THK 8 - - 1 K 1 )

This series contains records of determinations of misutilization of Medical and Pharmacy
Assistance benefits by program recipients and of decisions made regarding enrolling
recipients in the Corrective Managed Care Program. This series contains records of
voluntary enrollments in the Diabetes Care and Hospice Care Programs.

7. RECORD SER'ICS FOKMAT[3]

R LETTER XJIZE 0 MICROFILM

• LEGAL SIZE Q COMPUTER TAPE

Q SOUND COOK O FLOPPY DISK

^HUniO TAPE U VIDEO TAPE

Q OTHEJR(SPECIFY)

S. RECORD SERIES SJCQUKNCE

8 I1JMKRICAL

O CEOCRAPHICAL

0 OTHER(SPECIFY)

11 * IMI.4 IS UiED

dt DAILY O VHCEKLY 0 MCKTHLV

IJ. CUIiRENT LOCATIONJU) ( CLDC ., FLOOR, FSOOM)

* 201 W. Preston Street, Room 299

IS. ACCESS RESTRICTIONS • YES 8 NO
1 IP V-a, CITC ui[i) * inauLATlON(i) «

17. IS AN INDEX SYSTEM USED! (|- rx*, mxrUA IN
• RIKFLV AKO CKBCHIBM ANY HAPOBAHKV aOFTWAM- )

• •

H YES O NO

IBM/PC
DBase III+

I^^NAh-: ANO TITLE OF PRCPAKCJI

^Ktricia J. Mailhot
Administrative Officer II

D C S S 3 0 - 4 ( R E V I S E D lJ»J)

S. VOLUME
B FILE DRAWER(S)
0 MICROFILM REEL(S)

105 D COMPUTEJI TA*>E(S]

O OTHER(SPECIFY)

I*. ANNUAL ACCUMULATION
B FILE DRAWER(S)

1 Q D MICROFILM REEL(S)
hbUWA' ° COMPUTER TA>T£(SJ

IX# riUC BKCOMbS INACTIVE AFTER

w * , O ucwrnfaj iYtu»[s)

14. IS RECORD SERIES DUPLICATED ELSEWHERE7

1 IP Y-a, IFKCIPY AtUZNCT ON OFFICK)
Q YES S (to

1«. AUDIT RSQU1RCM_NTS

D NCtflE Q STATIC 5 FEDERAL 0 INDEPENDENT

It. R»XOM.CHPEn RETENTION
Retain in office for, one. (-1) year after
closure and until all requirements have
been fulfilled, then send to the State
Records Center for four (4) years, then
destroy.

20. TELCPHONK NLMBCn
225-1695

7

2 1 . DATK

t\ 1 I j A j



)T<STKVCTICr-lg--TYPli: OH PHI NT A
SEPARATE. FORM FOR CACH NEW OH
REVISED K£COKO SErtlES. rOKWAHO
• ITM RECORDS RETENTION SCHEDULE

(DCS 110*1 )

)^re
FAR JXENT / ACE/ *CY

of Health & Mental Hygiene

DEPARTMENT or CEJ<ERAL SERVICES
RECORDS MANAGEMENT DIVISION

7X7* WATERLOO ROAD
P . O . BOX*Z7I

JESSUP, MARYLAND 2 0 7 * 4

Division of Utilization and
Eligibility Review

AGENCY RECORDS INVENTORY

TAGS.

J . UNIT
Administration

DEFINIT". CN-RECOfOJ SEJilES-
A OROUI* Of AAUAVKD HCCCRQI NORMALLY FIUKO AMD USKO AM A VHIT rOH

\ 4 . RECORD SERIES TITLIC
I Systems Performance Review Records

H. EARLIEST YEAR/LATEST YEAR
1988 T O 1991

j «. RECORD SERIES DESCRIPTION (
I l l SERIES. .

^ •HrO*UATIO«/DOCU«HT./rOW». rOOHO
INCUUOK TKK rURFOBK OR FUNCTION Or TM«

This series contains Corrective Managed Care Records targeted for federal review. These
records contain misutilization determinations of Medical and Pharmacy Assistance benefits
by program recipients and of decisions made regarding enrolling recipients in a managed
care program. . .

7 . RECORD SEftlCS FO«MAT(3j

(X LXTTER 3IZE • UICXOIMLM

0 LIGAL SI IE Q CCfclPUTEn TAPE

COOK O FLOPPY DISK

TAPE O VIDEO TAPE

Q OTHER(SPECIFY)

» . RECORD SCRIES SSQJLJCNCE

• ALTHABCTICAJL

^ IJUMtRlCAL

O 0«ONOLOO|CJU,

n CEOCRAPHICAL

o crr>«n(SPECinr)

VOLUME

H U * ' " 1 1 *

DRAWER(S)
O MICROriLM REEL(S)
• COMPUTER TAPE[S)
a OTHER(6PECirY)

I * ANNUAL ACCUMULATION

9 F1LS DRA*ER(S)

3 D UlCROriLM R£EL(S)
O COMPUTER TAPE(8J

I t . rm: is
Q DAILY MCTiTHLY

BKCOKE3 IMACTIVE ATTER

O MCWTH(«J B YEARISJ

1 1 . CUHR£KT LOCATION(U) (J3LDC. , FLOOR, fiOOM)

201 W. Preston Street
Room 299

14. IS RECORD SERIES DUPLICATED ElSEVtCRC?
( I F Y K S , iPKcirv fMtatcr ON OFFICK)

i s . ACCESS RcsTRicriona • YES }I(HO
(if YM, CITS Ul(*| * K«aui-*T1GH( •) .

. AUDIT RSQUIRCMKNTS

O NONE B STATE 8 FEDERAL 0 INDEPENCCNT

1 7 . IS A N I N D E X S Y S T E M U S E D T [if

IRIKFLY AKD CKICHIBK ANY HA.nii*AttKj IOrT*MI( )

H YES Q NO
IBM/PC, DBase 111+

II. RECOMMENDED RETENTION

Retain in office for two (2) years and
until all audit requirements have been
fulfilled, then send to the State Records
Center for two (2) years, then destroy.

AND TITUE Ptt£J»AJ<CJn

Patricia J. Mailhot
Administrative Officer II

DC3 55 0 - 4 (fe'.VISCD 2 / « V ]

20. TELEPHONX NUMBER

225-1695

7

2 1 . DATS

'1 i HI



KJSTKVCTtCMS- 'TYK OH PHINT A
SEPARATE FORM FOR EACH N£W OR
REVISED KECOHD SUICS. FOKKAMJ
WITH RECORDS RETEhTTION SCHEDULE
(DOS 110-1 )

of Health & Mental Hygiene

DEPARTMENT Of CE/fERAL SERVICES
RECORDS MANAGEMENT DIVISION

727* WATERi-OO ROAO
P . O . BOX** 71

JESSUP, MARYUND 2 0 7 * 4

2. DIVISION
Division of Utilization and
Eligibility

AGENCY RECORDS INVENTORY

PAC* or

J . UNIT
Administration

DEriNlTlCN-RECOrtO SEJilES-
A ODOUf Of MLA11O lUKCOHOI NORMALLY PILES AMD UI ID AS A UNIT POD

AM w a A» wrmNTtew AMP Plprcwi-rtcM m n r o a t i ; _

4 . RECORD SERIES TITUC

General Files

EARLIEST YEAR/LATEST YEAR
1988 TO 1991

•"•""-» «»«• ' " ™*
O ( r •«-o~ATio«/oocU«HT./ro««. ro«HB

iNcuuoK Tits pvmrosc OJ» ruMCTiON or THK
! •. RECORD SCRIES DESCniPTlON (

•Hi THE SERIES.

The general file contains various categories of data required for information purposes,
preparation of statistics and budget,..formulation. It also includes general correspondence,
reports, budgets, records on program development and policy formulation. This series
also includes all records regarding the Quality Assurance Program, HIV Case Management,
Child Abuse Liaison, Surveillance and Utilization Review Subsystem, Drug Utilization/
Diversion Review and any othr program-specific file which may be created but not
classifiable under #1-3. N

7 . RECORD S^niCi rOKMAT[3]

Gl LETTER SIZE D UIOtOriLM

Q LX.GAU SIZE Q COfcLPUTEn TAPE

itiD BOOK Q FLOPPY Dlt3<

)IO TAPE O VIDEO TAPE

Q OTVCR[ SPECIFY)

a. RSCORO scniE* KQUCNCE

• IIUMCRICAi.

• OW3NOLOOICJU,

• GEOGRAPHICAL

o crT>c:n(si>f:ciinr)

VOLUMC

10

a riuc DRAWER(S)
a wicnoriLM REEL(S)
• COMPUTER TAPE(SJ
O OT>«R( SPECIFY)

t « . Af*<UAL ACCUMULATION

KUHWT

DRA»X:R(s)
O MICROFILM REEL(S)
D COWPUTKH TA»TE(8J
O

I I . IS LtitD

DAILY R MOMTHUY

IX*

smmnr

BCCOME3 INACTIVC AFTER

D

IS. CUJiRENT LOCATICN(U) (CLDC.,FLOOR,ROOM)
' 201 W. Preston Street
Room 227B

14. IS RECORD SERIES DUPLICATED ELSEWCRE7

tip res, irccirv AancT ON orrics)
Q YES <X HO

IS. ACCESS RCSTRlCTIOMfl
( ir V«», CITK Ul|l)

Q YES • NO I*. AUDIT RSQUIRCMKNTS

• NONE Q STATIC O rXDCRAL • INDEPENDENT

17. IS AN INDEX SYSTEM USED? [|r YX
• RIKPLV AKO DUCHIRK AMY KAnU«ARK7 •OfTVAIIK )

Q YES NO

U . fKCOMMCNDEO RKTCNTION

Retain permanently all records pertaining
to"program development and policy
formulation. Retain all other material
for three (3) years, then destroy.

AND TITLE Of
Patricia J. Mailhot
Administrative Officer II

DC3 SSO-4 [REVISED I / « 7 )

1 0 . TKLCPHONK NUMSCJt

225-1695

7

21. DATS


